Supplier Portal User Guide

Agreements

Agreements



This step-by-step guide will review how to view agreements and acknowledge agreements in
Supplier Portal

If you need assistance please contact suppliersupport@chattanooga.gov or (423) 643-7230.

Table of Contents

N e (=TT g 1= o | PP 3
Acknowledge Agreement in Supplier POraAl..........ooooviiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 12
U] o) ol IS gl el (o] BN U] o] oo ] HUuTR R PPTUTRR 18

Agreements 2



View Agreements

Role: Supplier Sales Representative
Objective: Learn how to view agreements.

Navigation Path: Home Page > Supplier Portal

Step Step Description Navigation Hint

1.

User ID

Password

Forgot Password

Log into Supplier Portal.

[English hd
2. | Within the Home Page functional
areaq, click on the Supplier Portal
icon.
Note: You can access the
Supplier Portal

functional files by clicking the
Navigator icon in the upper left-
hand corner of the page or
clicking the homepage's functional
area.
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Step Step Description Navigation Hint

Agreements

From the Tasks menu click the

. « Manage Agresments
Manage Agreements link. Jend

2. Manage Agreements & ﬂ
Headers |

4 Search Advanced | Manage Watchiist | Saved Search | Al Agreemarts

Procurament BU - stams

The Manage Agreements page is -
now visible. T

Agroament Description &% Supplier Sito Buyer Agreom!

In the Search section enter your
search criteria.

For example:

e aspecific Agreement
number, or

e Agreements with Open
Status, or

e Agreements that are not
closed, or

e Agreements that are closed.

Click the Advanced button to | Agvangﬂ || Manage Watchlist | Saved Search
search using additional

parameters.
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Step

Step Description

Navigation Hint

With Advanced Search nofice
more search parameters are
immediately visible.

Agreement | Starts with w

Ends with

Equals

Does not equal

Less than

Greater than

Less than or equal to
Greater than or egual to
Between

Mot between
Agreemen{ Contains

Does not contain

Is blank
PA100072 4|5 not blank

esults

r View w F

Click the Add Fields drop down
arrow to select additional search
parameter fields.

Click the desired field name.

| Search || Reset || Save... || Add Fields ¥

Acknowledgment Due Date
Agreement

Buyer

Change Crder Status

Closed Date

Configuration Ordering Enabled
Consignment Terms Enabled
Contract Terms Exist

Creation Date

Currency

Description
%

Document Style

The desired field naome has been
added to the Search section.

Status | Equals

Include Closed and Expired Documents

wns with v ||

Enter the Search parameter.
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Step Step Description Navigation Hint
9.
Click the Search button. l Seorch I
10.

Review Agreement details in the
Search Results section.

Search Results
Actions w View v Formatw & T Ey
Agreement Description

PA100072 4 Consulting Services

PA100057 Frofessional Services

1.

arrow.

To view more/less columns click the
View drop down arrow.

Select the Columns drop down

Formatw & !

About This Record

Columns 3
; [

Detach

Sort 3

Reorder Columns...
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Step Step Description Navigation Hint

12. ~

Frozen

Confirming Order

Closed Date

Acknowledgment Due D'atE{/\X5

" Creation Date
Select/deselect the desired Change Order Date
columns. « Change Order

End Date

A

Start Date
Status
Currency

Released Amount

L 8 8 %

Agreement Amount

13 Click the Agreement number link Agreement

from the displayed agreements to

1 H H T =]
view its details. 072
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Step

Step Description

Navigation Hint

S
4 General
Procurement BU  City of Chattanooga Business
The Blanket Purchase Agreement Aoreement - PATO0047
or Contract Purchase Agreement Status  Open
p(]ge iS NOowW ViSible Buyer Debbie J Talley
) Creation Date 5/18/21
Review the Agreement in detail
including:
e Main fab
° COI’TITOCT Terms TOb Required Acknowledgment None
. Terms _I_Ob Payment Terms 30 Met
e Notes and Attachments tab
e Llines, if applicable N .
4 Additional Information
Council Action
Actions w View v Formatw B
15. . .
Click Acknowledge if the
document is pending Acknowledge
Acknowledgement.
16.

Click View PDF to view the
document in PDF version.

View PDF
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Step Step Description

Navigation Hint

17.

Click Actions.

View Actions available for this
agreement.

Edit

Cancel Document

View Document History
View Change History

View Revision History

18.

View the Document History.

Actions Y

Edit

Done

Cancel Document

View Document History

View Change History

View Revision History

19.
Click Done.
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Step Step Description

Navigation Hint

20.

View the Change History.

Actions ¥ Done

Edit

Cancel Document

View Document History

View Change History

View Revision History

21.
Click Done.

22.

View the Revision History.

| sctons ~ [ 0ooe B

Edit

Cancel Document

View Document History

View Change History

View Revision History

23.
Click Done.
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Step Step Description Navigation Hint
24. Agreement Life Cycle x

To view the Agreement Lifecycle

click the Lifecycle icon next to the Ordemd-

Agreement Amount.

1] 40 a0 120
W Amount (USD)
| Done |

25. .

Click the Done button to close the

Lifecycle popup.
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Acknowledge Agreement in Supplier Portal

Role: Supplier Sales Representative

Objective: Learn how to acknowledge agreements in Supplier Portal.

Navigation Path: Home Page > Supplier Portal

Step

Step Description

Navigation Hint

1.

There are 3 ways to be notified that an agreement needs to be

acknowledged.

1. Bell Noftification & Things to Finish
2. Requiring Aftention Infolet on dashboard
3. Manage Agreements page

The City gives 3 days for acknowledgement to be completed.

2.
UserID
Password
. . Forgeot Password
Log info Supplier Portal.
|Eng|ish hd
3.

OPTION 1:

BELL NOTIFICATION

Click the bell notification icon.

Your notifications are now
visible

Debbie Talley
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Step Step Description Navigation Hint
| THINGS TO FINISH Assigned to Me I
. .. . Document (Contract
In the Things to Finish section 8 Purchase Agreerent)
you will also have an infofile PA100057 Requires
visible. - = Acknowledgment
(Bell Nofifications and Things O Debbie Talley
to Finish Infotiles match.) [ m
5' F¥1
Document (Contract
Purchase Agreement)
PAT00057 Requires
A e lem mhed A rnen
Click the Document Requires Acknowfsdgment
Acknowledgement link.
Debbie Talley
FY1
Debbie Talley @
6.
Click the Review and 4 Recommended Actions
Acknowledge link. « Review and Acknowledge
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Step Step Description Navigation Hint
7.
N’
4 General
Procurement BU  City of Chattanooga Business Unit
Agreement PA100C
The Acknowledge Document Status Pending Supplier Acknowledgment
. .. Buyer Talley, Debbie J
page is now visible.
Creation Date  6/30/21
Review the Agreement in Suppier |
Agreement
detail including:
e Main tab ~—
e Confract Terms tab Acknowggg:qir;ﬂ Document
Ack led | QR
e Termstab N Cue Date 732
e Notes and Attachments Acknawfedgment y
tab
e Llines, if applicable 4 Additional Information
Council Action
Actions w View v Fomatv 4 F B
Line Description
1 Sr. Consultant
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Step

Step Description

Navigation Hint

8.
4 General
Procurement BU  City of Chattanooga Business Unit
Agreement PA100
To Accept:
. Status Pending Supplier Acknowledgment
e Enter the Supplier J SHpplEr A d
confirm. Creation Date  6/30/21
e Enteran Supplier oATo00
Acknowledgement Agreement
Note
Required
Acknowledgment Document
Acknowledgment
Due Date T3l
Acknowledgment | Received and confirmed
Mote
. Tew Lw anc
Click Accept button @ & -
10. | To Reject:
e Enteran Required
Acknowledgment Document
Acknowledgement Acknowledgment . .
Note Due Date "'
e Inthe Lines section on Acknowledgment ||
. . Mote
enter Rejection Reason
(Lines do not apply for Rejection
Contract Purchase Reason

Agreements)

‘ P
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Step

Step Description

Navigation Hint

1.

Click OK to Continue.

A Warning x

The document will be rejected. Do you wani to continue? (FO-2055014)

‘0_5” Cancel |

12.

OPTIONS 2 & 3

Within the Home Page
functional areaq, click on the
Supplier Portal icon.

Note: You can access the
functional files by clicking the
Navigator icon in the upper
left-hand corner of the page
or clicking the homepage's
functional area.

Supplier Portal

13.

REQUIRING ATTENTION
INFOLET (OPTION 2)

View the Requiring Attention
infolet. Click to view the
various items.

Hover over the circle to view
Agreements to Acknowledge,
if applicable.

Click on the section to view
the Agreement.

Requiring Attention : -
Series Agreements to Acknowledge

Value 1

W Agreements fo Acknowledge
Schedules Overdue or Due Today
Megofiation Responses

M Megotiations Closing Soon

M Megotiation Messages
Invoices Overdue

Agreements



Step Step Description Navigation Hint
14. The Agreement is now visible.
15.
Click the Acknowledge Vmpnp m m
button. A
16. .
To Accept or Reject repeat
steps7to 11
17. .
Option 3
Agreements
After clicking the Supplier * Manage Agreements
Portal icon click on Manage
Agreements.

18. Status | Pending Supplier Acknowledgment w
Click the Status drop-down J =tee ete
arow. iments

. . Pending Catalog Authoring k‘
Select Pending Supplier On Hold
Acknowledgement from the Cpen
] Canceled -
drop-down list. Finally Closed
Pending Change Approval F
19.

Click the Search button.

o |
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Step

Step Description

Navigation Hint

20.
Actions v View v Format
Click the Agreement Number
link to review the details. Agreement
52264
21 .
" | Click the Acknowledge Acknowledge § View PDF
g oy SN B
button.
22. .
To Accept or Reject repeat
steps7to 11
23.

Click the Done button.

Supplier Portal Support

We are available to assist you! Contact suppliersupport@chattanooga.gov or (423) 643-7230.
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